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TRANSMITTAL SLIP 


DATE 


TO: 


ROOM NO. 


BUILDING 


REMARKS 


FROM: 


ROOM NO. 


FORM NO. OH I 
1 FEB 55 ^ ' 


BUILDING 


EXTENS ION 


REPLACES FORM 3«- 8 I 

WHICH MAY BE USED. 


( 47 ) 
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c. Official Routing Slip, Form 237 

Correspondence or other material routed in consecutive order to 
two or more parties in Headquarters is transmitted by an Official 
Routing Slip. 



| SENDER WILL CHECK CLASSIFICATION TOP AND BOTTOM I 

| UNCLASSIFIED | 

[ CONFIDENTIAL | | SECRET 

—Central''-! 

OFFICI^ 

I^TCLLICgHGE AGENCY mCTZ ^ 

L ROUTING SLIP 

TO 

NAME AND A^> 

DRESS 

DATE 

INITIALS 

1 





2 



/ 


3 


/ 

/ 


4 


/ 



5 


/ 



6 


/ 




ACTION 


>fcT REPLY 


PREPARE REPLY 


APPROVAL 


Dispatch 


RECOMMENDATION 


COMMENT 

/ 

W 


RETURN 


CONCURRENCE 

/ 

INFORMATION 


SIGNATURE 


7 l 

Remarks : j \ 

| FOLD HERE 

TO RETURN TO SENDER | 

FROM: NAME. ADDRESS AND PHONE NO. 

DATE 



j [ UNCLASSIFIED | 

| CONFIDENTIAL | 

SECRET 


FORM^nq. 237 Use P revious edi lions 


US OOVEHNMENT PR I NT I 


( 40 ) 

1961 O — 5fl7>82 


ACTUAL SIZE - 5" x 8" 
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d. Document Control, Form 238 

This six-part form is designed to provide intraoffice mail con- 
trol when the volume of correspondence justifies using control measures, 
Generally other transmittal or routing slips are unnecessary when this 
form is used. 


PAPE* PATENTED BY NCR CO. NC GREGOR ft WERNER. INC., WASHINGTON 9, O.C. 


WHICH IS OBSOLETE 
1 8 EC. CL. I ORIGIN 


DOCUMENT CONTROL 


CONTROL NO. 


DATE OF DOC. DATE REC’D DATE OUT SUSPENSE DATE CROSS REFERENCE OR 
i POINT OF FILING 


TO 

FROM 

SUBJ. 


ENCE OR 

Filing 


ence OR 
IlLlNG 


COURIER NO. 


COURIER NO. 


ANSWERED 


COURIER NO. 


COURIER NO. 


COURIER NO. 


COURIER NO. 


ANSWERED 


EXHIBIT 12 
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e. Routing and Record Sheet, Form 6 10 

The extent of review and concurrence in offices through which 
correspondence may pass is often indefinite. Therefore, for corre- 
spondence of more than a routine nature, provision should be made for 
extended routing. Routing and Record Sheet serves this purpose. In 
addition, it provides space for added comments and serves as a pro- 
tective covering over the original. 



□ UNCLASSIFIED Q jg™j“ □ CONFIDENTIAL □ SECRET 


ROUTING AND RECORD SHEET 

SUBJECT: (Optional) 

FROM: 

extension 

NO 

DATE 

TO: (Officer designation, room number, and 
building} 

DATE 

OFFICER'S 

INITIALS 

COMMENTS (Nurnhet each comment to chow from whom 
to whom. Draw o lino aerait column alter each comment.) 

RECEIVED 

forwarded; 

1 . 





2. 




3, 





4. 




5. 




8. 




7. 




8, 




9. 





T67 




TiT 




12. 








14. 




15. 





610 □ SECRET □ CONFIDENTIAL □ us^nly □ UNCLASSIFIED 



ACTUAL SIZE - 8" x 10^" EXHIBIT 13 
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f . Control and Cover Sheet for Top Secret , Form 2 6 

The use of this form is mandatory. It shall he used as a cover 
sheet for all correspondence classified Top Secret, and to record the 
name of each person who sees the document. A Form 26 is prepared 
and attached to each copy of Top Secret correspondence transmitted 
within the Agency. 



ACTUAL SIZE - 8" x 10|" 


EXHIBIT 14 
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Courier Receipt and Log Record, Form 240 


g« 

All envelopes or packages containing material classified CONFIDEN- 
p^t^ecS^attachertren^iope 0 ?? package^lthout “nZ pocket . 

r s s 



FROM 

n °b 022k- 


DATE 


ENVELOPE (S) 

TO: — 

PACKAGE (B) 

OTHER 


_ 

ORIGINATOR, DO NOT COMPUtre TH1. COPY Bn.OW THIS D oNLy TH1S copv m 

s™^sss sszs ***** 

r“"~ 

date and time ok receipt 

Fc/IM 2 i^D COURIER’S RECEIPT 1 \ 


WHITE RECEIPT - FOR MATERIAL CLASSIFIED 
CONFIDENTIAL OR SECRET 



0 




Form 240a (pink) is used for transmitting Top Secret material ^ ^ 
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h. Document Receipt, Form 6 15 

J: D °^ en ^ f f 1 PJ ^ required for all correspondence classified 
SECRET transmitted outside CIA. Its use is optional for SECRET cor- 
respondence transmitted within the Agency and CONFIDENTIAL material 

fnd W nJp 6d S1 i: CIA ‘ DoGument Receipts are prepared in an original 
and one copy. The original is transmitted with the correspondence- 
the copy is retained by the sender until the original bearing the ' 
recipient s signature is returned. The copy is then destroyed. 



BACK 

ACTUAL SIZE - 3|" x 7^" 
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25X1 


i. Postage Slip, Form 239 

A Postage Slip shall he completed and attached to each piece of 
correspondence which will require special postage or handling. Envelopes 
and labels which bear the penalty indicia may require additional Postage 
for special type services. In completing the Slip, indicate the Type^ 
mailing serviS desired, and fill in each pertinent space except the box 
mirhed "For Use by Central Mail Only.” In addition type the words DO 
NOT METER” if for security reasons the postage should not be affixed y 
a postage meter. 

NOTE: A single Postage Slip may be used to cover a group of letters if 
each letter in the group requires only first class postage. For 
such cases, type the word "various” in the addressee box on ■ 

^ 239, followed by the number of addressees in parentheses. Attach 
a listing of these addresses. 

Postage Slips will he required when the originator of registered cor- 
respondence desires a Return Receipt Card for Registered Marl, Post 
Office Form 3811* ^ 


SEE INSTRUCTIONS ON REVERSE SIDE 


POSTAGE SLIP 




THE ATTACHED OFFICIAL MATERIAL REQUIRES POSTAGE FOR THE FOLLOWING PURPOSE: 

I 1 I mT„ 1 kaSvrav Efc O ROSTERED 


□ SPECIAI 
RELIVE 

□site 


REGISTERED 
(RETURN RECEIPT 
REQUESTED) 


IN FULLY)/ 


I FOR USE BY CENTRAL MAIL ONLY 


POSTAGE 

AFFIXED 


FORM NO. OC 1 1 J 
DEC JM8 -I I «- 


SAME SIZE AS SHOWN 


EXHIBIT 17 
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121. Envelopes and Labels 


h 


a. Types - Envelopes and labels used by the Agency fall Into two 
f groups : Those that bear the penalty indicia and those that do 

f — ‘ not. Penalty indicia (franked) envelopes and labels have printed 

f in the upper night corner the penalty clause "Penalty for Private 

Use to Avoid Payment of Postage, $300." In addition, they bear 
in the upper left corner various Agency return addresses. Of- 
ficial mail (weighing four pounds or less) marked with penalty 
indicia is transmitted without prepaid postage by means of the 
facilities of the Post Office between points within the United 
States, its Territories and possessions, and from points within 
the United States to Canada, South and Central America, and 
Caribbean Republics, except Argentina and Brazil. 

The types of envelopes and labels available (irrespective of 
Agency return addresses) are as follows: 

PENALTY INDICIA 

White envelopes, sizes 8 7/8" x 3 7/8" and 9 l/2" x 4 l/8" 

White window envelope, size 8 7/8” x 3 7/8" 

Kraft envelopes, various sizes from 9 l/2" x 6 l/2" through 
16" x 12" 

Label, gummed, size 5" x 3" 

NONPENALTY 

White envelopes, sizes 8 7/8" x 3 7/8" and 9 l/2" x 4 1/8" 

White envelope. Air Mail, colored border, size 9 l/2" x 4 l/8" 

White window envelope, size 8 7/8" x 3 7/8" 

Kraft envelopes, various sizes from 9 l/2" x 6 l/2" through 
l6" x 12" 

CHAIN ENVELOPES 

U. S. Government Messenger Envelope, Standard Form No. 65, 
various sizes 
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CHAIN ENVELOPES ( Continued) 

Central Intelligence Agency Chain Envelope, sizes 10" x 15" and 
9 l/2" x 12 1/2" 

Chain -envelopes are designed for repeated use. In addressing 
a chain envelope, completely cross out previous names and ad- 
dresses, and in the next unused frame insert the full address 
of the recipient, including his office designation, building 
designation, and room number. For economy, the use of chain 
envelopes is encouraged. 

b. Which Type to Use 


(1) Exhibit 18 shows the types of envelopes and labels to use. 
Of necessity this guide is very general since security and 
operational requirements will govern the use of certain 
envelopes and labels. It is therefore recommended that the 
guide be used in conjunction with current CIA Security 
Regulations and specific office procedural issuances. 

U< £. p6ST/)u SgKviCE 

(2) The Poet Office Department places severe restrictions on 
the use of penalty indicia envelopes and labels. Also, 
economy dictates that they be used judiciously. Penalty 
indicia envelopes and labels therefore shall not be used 


(a) 


(*>) 


(c) 


(a) 


In addition, do not affix franked labels to envelopes bearing 
the penalty indicia clause. 


- 70 - 


Personal correspondence and other unofficial material 
even though a postage stamp is affixed over the penalty 
indicia clause. 

Mail on which additional postage is required (air mail, 
mail for foreign countries except as indicated in 
Paragraph 121a and mail weighing mote than four 
pounds ) . 

Inner envelopes which transmit double-sealed classified 
correspondence. 

Mail conveyed through channels other than 
facilities (i.e., messenger, courier, etc 
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Section B. ADDRESSING MAIL 


122 . Addressing Envelopes for Transmittal Outside CIA 

a. Address - In addressing an envelope, "begin the typing at ap- 
proximately one -half the depth and one-half the width of the 
envelope. Single space the name and address in block style. 

The envelope address will be the same as the address on the 
letter it carries. 

b. Special Delivery and Registered Mail - If correspondence is to 
be dispatched by special delivery or registered mail, type the 
words "SPECIAL DELIVERY" or "REGISTERED MAIL" in all caps four 
spaces above, and flush with, the address. 

c. Air Mail - If correspondence is to be dispatched by air mail, 
no special instructions are necessary provided an air-mail 
envelope is used. If an air— mail envelope is not available, 
use a plain white envelope without a penalty indicia. Type the 
words "AIR MAIL" in all caps four spaces above, and flush with, 
the address. 

123. Addressing Inter-Office Mail. The incorrect addressing of inter- 
office mail results in transmission delays and places an unwar- 
ranted burden on the courier-messenger service. Personnel forwarding 
material shall ensure that addresses contain the following informa- 
tion: 

a. Office of origin. 

b. Office designation of addressee (position title or name may be 
added if desired). 

c . Building de s ignat ion . 

d. Room number. 

In the few instances where it is necessary to expedite delivery, the 
envelope or package may be marked "Direct Delivery" or "Delivery to 
Addressee," in addition to information required in a. through d. 
above . 
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Section C. ASSEMBLING AND FORWARDING CORRESPONDENCE 


12k. 


Assembling Correspondence (Exhibit 19) 


a. 


rests Sth thfo ? 7 correct assembly of correspondence 
will include th P foD at ° r ' Correspondence correctly assembled 
indicated: f °H°wmg items, as appropriate, in the sequence 

(1) Transmittal or routing slip. Routing and Record Sheet or 
Control and Cover Sheet, as appropriate. See Paragraph 120. 
and accompanying exhibits. 

(2) Brief for the Director or Deputy Director of Central 
Intelligence, if required. 

(3) Original and courtesy copy, if any, clipped together. 

(4) Ad ^ es sed envelope for the original and courtesy copy 
with postage slip attached if required* 

(5) Information copies for addressees outside CIA, with ad- 
required enVel ° Pe COTnpleted Postage siips attached, if 

(6) Information copies (or concurring officials' copies) for 

istribution within the Agency, with addressed routing 
slips attached if necessary. 


(9) 


(7) Official file copy tissue) . 

( 8 ) Original incoming correspondence, enclosures, etc., and any 

ther material to be attached to the official file copy as 
part of the official file on the correspondence. 


Extra copy (or copies) for the Director or Deputy Director 
C ®^ ral Intell igence. If the signing official is either 

S e e??w r o ? D 2; Official file copy is to be retail 

at either of these levels, prepare an additional copy on 
plain white tissue. However, if the official file copy of 
correspondence for their signature is to be retained at 
another ievel, prepare two extra copies on plain white 
tissue for the DCI or DDCI. 
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(10) Alphabetical Name Index copy (plain pink tissue) if an 
alphabetical cross -file is desired. 

(11) Return copy (if desired) with addressed routing slip for 
its return. 

(12) Reference material for return to reference sources. 

(13) "Hold Back" copy (if desired), 
b. In addition to the foregoing: 


(1) The original and copies of each Top Secret document shall ^ 
be covered by a Control arid Cover Sheet, Form No. 26. U 

(2) A completed Document Receipt will be attached to each 
original or copy requiring a receipt in accordance with 
current CXA Security Regulations • 

( 3 ) Copies for distribution within the Agency will be desig- 
nated by a check mark beside the office designations 
indicated under "Distribution." If the distribution of 
copies is within an office and such a means of indicating 
distribution is adequate for routing, routing slips nee 
not be attached to the copies • 

(ri) Enclosures shall be attached by clips to the original or 
copies transmitting them. 

( 5 ) Assembly reference tabs (Exhibit 8 ) will be attached when- 
ever their use will expedite the review and approval 0 
correspondence * 

(6) The completed assembly should include all necessary routing 
slips, envelopes, receipts, and postage slips, proper y 
completed and attached to respective material. 

( 7 ) Material shall be fastened together with paper clips and 
made a part of the completed assembly by spring clips, i 
necessary. Staples should be used with discretion, con- 
sideration being given to the amount and type of handling 
the correspondence may receive. 
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(8) If it is anticipated that correspondence will receive con- 
siderable handling, a backing sheet of bond paper or heavier 
stock should be attached to protect the back pages. 

125. Forwarding Correspondence 

a. Assembled correspondence will be forwarded through channels 
prescribed by directives issued at office levels. Correspond- 
ence for the signature of either the Director or Deputy Director 
of Central Intelligence will be forwarded through channels to 
the Executive Registry. Only transmittal media complying with 
the security requirements of current CIA Security Regulations 
will be used. 

b. Envelopes used in forwarding correspondence and other material 
within the Agency shall be sealed only with string ties (U. S. 
Government Messenger Envelopes), the gumming on envelope flaps, 
and CIA gummed labels. Scotch tape or staples will not be used 
to seal envelopes. In addition, extreme care should be exercised 
when courier receipts and other slips are stapled to envelopes 
containing material. Material should be free for removal and 
should not be damaged by the penetration of staples . 
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(Dl 

TRANS- 

MITTAL 

OR 

ROUTING 

SLIP 


ROUTING AND RECORD 
SHEET (Form 6lO) ^ 
CONTROL AND COVER y 
SHEET (Form 26) ^ 


BRIEF FOR DCI 


ORIGINAL AND COURTESY 
COPY, CLIPPED TOGETHER 



COMPONENTS OF THE ASSEMBLY 


KEY: 


Numbers in parentheses 
denote sequence of 
arrangement of file . 


(4) 

ENVELOPE 

FOR 

ORIG. 8c 
COURTESY 


Denotes requirement 
only if correspond- 
ence is prepared for 
signature of either 
the DCI or DDCI. 


DDCI 


INFORMATION COPIES FOR* 
ADDRESSEES OUTSIDE CIA 


INFORMATION COPIES FOR 
DISTRIBUTION WITHIN CIA 




OFFICIAL FILE COPY 
(Y- ftito r Tissue) 

ORIGINAL INCOMING 
CORRESPONDENCE 


COMPLETED ASSEMBLY 

Bind with clips rather 
than staples* 




EXTRA COPY (OR COPIES) FOR 
DCI OR D DCI (includes ER) 

ALPHABETICAL NAME INDEX 
(Pink cross -file, if desired) 


Place envelopes vertically “behind 
original (and courtesy copy if there 
is one) of each outgoing correspondence. 

REFERENCE 

TABS 


EXHIBIT 19 

CORRESPONDENCE ASSEMBLY 
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INDEX 


Paragraph Page 


A 

Address, Forms of (Section C) 

Addressee, Multiple: 

Memorandum on Letterhead 

Memorandum on Plain Bond 

Addressing Mail: 

Air Mail 

Envelopes 

Inter -Off ice 

Registered and Special Delivery 

Air Mail, Addressing of 

Air Mail Envelopes 

Alphabetical Name Index Copy (Exhibit l) 

Approvals Within a Memorandum 

Exhibit 2 

Assembling and Forwarding Correspondence: .... 

Addressing Envelopes 

Assembly Reference Tab 

Brief for DCI or DDCI 

Channels for Forwarding 

Contents of Complete Assembly 

Exhibit 

DCI or DDCI Correspondence 

Envelopes and Labels : 

Chain Envelopes 

Nonpenalty Indicia 

Penalty Indicia 

Sealing 

Types and Uses 

Exhibit l8 

Extra Copies for DCI and DDCI 

Fastening Correspondence 

Responsibility for 

Routing Slips , When Not Needed. 

Transmittal and Routing Forms and Receipts: 

Courier Receipt 

Document Receipt 

Document Control 

Official Routing Slip ♦*•* 

Postage Request 



41 

34 

20 

53 

26 

122 c 

72 

122 

72 

123 

72 

122 b 

72 

122 c 

72 

121 

69 


4 

26 

16 


18 
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72 

11 ? / 7 

59 ^ 

58VI 
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75 

124 

73 -X 

118 
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69 

121 a 

69 

121 a 

69 
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75 
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70 


71 
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73 
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74 
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73 
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74 
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66 
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67 
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63 
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62 
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68 
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Paragraph 


Transmittal and Routing Forms and Receipts: (Continued) 

Priority Tag. 

Routing and Record 

Control and Cover Sheet.................. 

Transmittal Slip 

Assembly Reference Tab.. !!!.*!!!.*.*!!!! 

"ATTENTION" Line : ..... 

Letters 

Exhibit 6 ;..!!! 

Memorandums : 

Letterhead 

Exhibit 3. ”!!!!!!.'!!!!!!!! ! ! ! ! ! ! ! * 

Plain Bond. 

^Ctandai’d Fonn No* — 64 ( Office Memorandum) ...... 

Exhibit 5 

Authority to Sign Correspondence 



130a 

120e 

120f 

120b 

119 

93 


36 

56 

73 

28 


Page 


60 
64 
6 5 
6l 

59 

36 

39 

20 

2k 

28 

31 

34 

17 


B 


Basic Style (Section D) 

Body of Letter 

Bond Paper; When to Use: 

Letterhead (Exhibit 1) 

Plain Bond (Exhibit l) !.!!! 

Brief, Correspondence (For DCI or DDCl) 
Exhibit 7 ... # 


95 


7 

37 

5 

5 



C 

Channels for Forwarding Correspondence 

Classification Markings, Defense 

Automatic Reclassifications 

Control Statements 

Espionage Stamp... 

Classified Material, Use of Envelopes 

for (Exhibit 18).. 

Command or Authority Line : 

Definition 

Memorandum on Letterhead 

Exhibit 3 

Memorandum on Plain Bond.... 

Complimentary Close: 

DDI or DDCI Correspondence 

Forms of 


125a 

75 

2k 

13 

2kd 

14 

24b 

13 

24c 

13 


71 

5 

1 

44 

22 


24 

64 

28 




4l 
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